
[image: image1.png]


 Gulfjobseeker.com CV No: 1400748
Mobile +971505905010 / +971504753686 

To get contact details of this candidates
Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php 

I have 2+ years’ experience in Human Resourcing and am Post Graduate in Management (dual specialization - HR and Marketing) by qualification from a reputed institute in India. 

In my role as Human Resource Executive, I have handled responsibilities like recruitment and selection, employee benefit and payroll management, attendance management, induction training, employee training needs assessment, employee grievances, employee engagement activity, exit interviews and full and final settlement. I have also been actively involved in HR policy discussions with senior HR and HR Head.

EMPLOYMENT HISTORY
DA Vision Pvt. Ltd.
Role HR Executive







May 2012 to Oct 2012
Responsibilities
· Liaising with team managers to gather and prepare Job Specifications for new roles.

· Forwarding the new role requirements to higher management and follow up for approval before advertising the role

· Co-ordinating with employment agencies and passing the right candidate CVs to team managers

· Scheduling interviews and work as single point of contact (SPOC) between candidates and team managers

· Working with successful candidates regarding offer letter, background verification and joining formalities

· Maintain Recruitment and new joining MIS on daily basis

· Maintain employee records and file
· Prepare HR reports and share progress with higher management

IndusInd Bank Ltd Delhi (India)
Role – HR Executive







Nov 2012 to June 2014
Responsibilities

· Managing complete recruitment and selection cycle for designated location
· Working with successful candidates regarding offer letter, background verification and joining formalities

· Co-ordination with site manager for staff attendance and leaves
· Updating leaves and other details in payroll system
· Managing the payroll and update the same to senior management

· Liaise with management and staff regarding all pay enquiries
· Maintain employees record and HR file

· Delivering induction training and other staff training
· Doing training need assessment on timely basis and share the reports with higher management

· Taking exit interview of resign employees and share feedback with management

· Preparing full and final settlement of resign employees

· Organizing employee engagement activity on timely basis and make sure each employee participate in this activity

· Involved in HR policy discussions with senior HRs and HR Head
· Interacting with employees in one to one discussion session and make reports on work environment, Target achievement, employee benefits and other employee query

· Handling employee grievance, employee query and share the reports with senior HRs and provide the solution as earliest possible
· Updating all records in Human resource management system (HRMS) and in excel format

· Prepare daily HR reports and share with senior HR

· Managing day to day admin work 

Aakash Educational Services Pvt. Ltd Delhi (India)
Role - senior area coordinator






Aug 2014 to Feb 2015

· Product Promotion and service in assigned market

· Organizing/ participating in events suitable to product and service 

· Organizing marketing activities and promotional campaigns
· Sourcing new clients for business tie up

· Giving the presentation to clients for our product and services

· Business generation for new and old clients

· Solving the client issue and Retaining old clients 

· Doing market research with me team 

· Analysis of competitor and implementing changes as per requirement in strategies, and plans
First Gulf Bank 

Role – Relationship officer






Feb 2015 to April 2015
· Managing the Direct sale for credit card

· Attract with new customer and giving them product knowledge

· Taking care for credit card and personal loan

Certification 
HR Generalist certification 







November 2011

IT Skills

· MS Office (Excel, Word, Power Point, Outlook etc)

· Operating window 7, XP 

Education Qualification 
PGDM(MBA) with dual specialization in Marketing & HR from INMANTEC Business School, Ghaziabad, UP. INDIA recognized by AICTE. 





May 2010 to July 2012

Bachelors of commerce from Kurukshetra University, India


May 2006 to May 2009

PERSONAL DETAIL:
Date of Birth

: 13 August 1989
Gender

: Male

Languages Known
:  English, Hindi, Punjabi 

